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Q&D - Office of Environmental Assessment Records Disposition Schedules 

trip 

related 

02/01/2007

correspondence. 

2/28/2011

12/31/2010

Close inactive records at end of 
calendar year.

Destroy 2 years after file closure.

Close inactive records at end of year.

Destroy 10 years after file closure.

upon issuance or 

Archives in 5 

Close inactive records upon decision to 
not publish or issue.
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of records 

2/28/2011

04/30/2008

upon 

upon 

Close inactive records upon 
completion of project.

Destroy 7 years after file closure.

schedule.

information has 

when no longer 

1228.31(b)(l)(i), 

been entered 

longer required 

been entered 

longer needed to 
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measurement 

mission activities - Nonelectronic

environmental mission activities - Electronic

environmental mission activities - Electronic 
copy of records transferred to the National 
Archives

items

04/30/2012

Files contain information relating to the 
development, review, and approval of published 
and unpublished rules and regulations pursuant to 
environmental legislation passed by Congress. 
Records include drafts of proposed regulations and 
guidelines, the final regulations and guidelines, 
public and internal comments including concurring 

02/29/2008

upon 

Close inactive records after 
publication or when document 
becomes obsolete, is superseded, or 
no longer needed to support 
program activities.

Destroy 2 years after file closure.

Close inactive records upon 
promulgation of rule or approval of 
guideline.

Transfer to the National Archives 20 
years after file closure. If record is 
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processes 

over EPA, or 

-
materials, 

Financial 

internal 

-up, annual 

04/30/2008

coastal zone 

as 

7/31/2010

and presentations prepared for delivery while 
representing the Agency at EPA-sponsored 
meetings, and government, civic and professional 1/31/2011

approval of 

record copy 

Close inactive records upon decision 
to not publish the regulation, 
standard, or guideline.

Destroy 10 years after file closure. 
If record is microform, destroy 
paper after quality assurance is 
completed.

Close inactive records when 
corrective action is complete.

Destroy 10 years after file closure.

Close upon completion of study.

Destroy 7 years after file closure.

Close inactive records at end of 
calendar year.
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of records transferred to the National 
Archives

by Agency personnel in planning, preparing, 
writing, arranging, and conducting training 
programs for EPA and non-EPA employees, 
including state and other federal agency 
personnel. Records consist of working files 
generated during training development phase, 
training workgroup meeting notes, 
correspondence, training participation surveys 
and rosters, instructional materials, manuals, 
and other training aids.

Excludes: Records for training administered 
by the Personnel program scheduled as EPA 
571.

Includes training course plans and materials 
used for personnel and management training 
unrelated to the environmental missions of 
the Agency.

- Nonelectronic.
Includes training course plans and materials 
used for training in functions or activities 
related to the environmental goals of the 
Agency and its programs.

- Electronic. Includes training course plans 
and materials used for training in functions 
or activities related to the environmental 
goals of the Agency and its programs.

04/30/2012

relating to water quality planning, management 
and implementation undertaken by EPA, states, 
interstate, regional and local agencies. Also 
includes documents dealing with nonpoint 
source implementation projects and information 
on projects such as reservoirs, and nuclear 

2/28/2011

specified 

time.

Close inactive records at end of 
calendar year.

Destroy 5 years after file closure

Close file upon transfer to the 
National Archives.

Delete after electronic record copy 
is successfully transferred to the 
National Archives.

at end of 
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-

records in 44 

by that definition.
Records: Technical Reference 

02/12/2007

specified 

time.

transferred to 

Close inactive records at end of 
year.

Destroy 10 years after file 
closure.

Close when obsolete, superseded 
or no longer needed for 
reference.

Destroy immediately after file 
closure.
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